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New users should Click on “Register”.  
Returning users can Reset password 
and retrieve it under Forgot Password?

Note: Passwords must be 6 characters 
one of which is a number.
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Fields with a red asterisk are required
Fields with an asterisk (*) are required

Important: Work Address 1 may be 
the same as the organization 
information. However, if you are a non- 
profit, the organization listed must be a 
city or county.

City or County Address goes here
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When finished, scroll back to top of page 
(previous slide) and click on “Register”

Links to other websites that will provide 
the info
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‘Forgot Password’ allows user to retrieve password 
if forgotten.  DO NOT call state staff to request your 
password - state staff do not have access to your 

forgotten password

‘Reset Password’ allows user to change password 
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Type in the info provided to 
you in your confirmation email

Type in your personal 
password – remember it – we 
don’t have an easy password 
recovery system!

Password must be at least 6 
characters one of them being 
a number.
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Type in your user ID and new 
personal password
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Review the 
information, 
then scroll 
down 
screen 
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Review 
information on 
this screen, then 
scroll back to top 
of screen.
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Edit fields as 
needed, then 
click “Save”
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Click on the funding program 
listed in the “Title” column 
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Review the 
information, 
then scroll 
down 
screen 
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Review 
information on 
this screen, click 
on attachments 
and URL for 
additional 
information, then 
scroll back to top 
of screen.
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Click “Apply”
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Note instructions.

1.Type in a project title 

2. Select county or 
counties served by 
project

3.Select your name 
from drop-down box

4. Click “Save” at top
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Click “Continue”
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Open “Sponsor” Component if you 
are a non-profit organization, 
otherwise proceed to “Engineer or 
Architect” Component, page 26
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If you are not sponsored by a unit of 
government, leave all fields blank 
and check this box – OTHERWISE…
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Fill out all fields and leave this 
box unchecked; then click 
“Save”

Note: When filling out number 
fields i.e. phone & fax, type only 
numbers, dashes will insert 
automatically 
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Review information and click 
“Edit: to make any 
corrections if necessary
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Note:Note: If you have a 
construction/infrastructure project it is 
required to fill out the “Engineer Or 
Architect” component of the application; 
otherwise, you may skip to the next 
component.

Open “Engineer or 
Architect” Component
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Fill out the 
Engineer/Architect 
information and click 
“Save”
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Review information and click 
“Edit” to make any 
corrections if necessary.

Click “Continue” if the 
information is correct
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Open “First Public 
Participation” Component
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Enter dates and click 
“Save”
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Click okay if this warning pops up then 
correct the dates and click “Save”
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Click “Continue”
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SKIP SECOND PUBLIC 
PARTICIPATION 
COMPONENT. It is not 
required until your 
application is rated and 
ranked and is awarded 
funds. PROCEED TO 
SCOPE OF WORK
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Open Scope of Work 
Component
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Insert scope following 
instructions to the left 
and then click “Save”

Note: An engineer’s 
cost estimate must 
be submitted with 
hard copy of 
application
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Review information and click 
“Edit” to make any 
corrections, and then click 
“Continue”



38

Open Cost Estimate 
Component
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Enter project year 
then click “Save”
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Complete budget 
information and click 
“Save”
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Click on Continue
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For multi-year 
projects open “Cost 
Estimate” to add 
second and/or third 
year budgets
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Open Project 
Timeline

Note: Timeline is 
optional but may be 
helpful in managing 
your project
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Refer to CDBG 
Policies & 
Procedures 
Chapter 4, pg.5
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Click “Continue”
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Open “Other Requirements” 
Component
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Use drop-down 
arrows to make 
selections.

Note: All fields must 
be completed and 
click “Save”

Applicants must 
submit hard copy of 
this information

Choose only one

At time of 
publication this 
component is being 
updated to a drop- 
down box



48

Click “Continue”
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Open Internal Control 
Questionnaire component
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Complete all components of 
the Internal Control 
Questionnaire by clicking on 
‘Edit’
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Complete all components of 
the Internal Control 
Questionnaire
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Click ‘Save’
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Click “Preview” to 
review application
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Click “Print” for hard- 
copy of application 
and then click “Back”
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IMPORTANT: Application is not received by state 
unless submitted.

Click “Submit” and 
you’re finished!!!
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